Guide to Franking Self-Service Create/View Use of Approved Templates

The Franking Self-Service Use of Approved Templates functionality may now be used across sessions.

Prior to being able to use an approved template request, you Mew Request
must submit a request template. Open Selected

From the Self-Service console, the Create/View menu option Create/View Use of Approved Template

provides access to view and create use of requests. Member History Report
Cwarterly Acfivity Repori Console

Please refer to the User Guide if you need guidance on how to
submit a new Template Request

The Use of Approved Templates selection window will appear.

Franking Requests - Approved Templates

FRANKING COMMISSION

COMMISSION ON CONGRESSIONAL MAILING STANDARDS Create / View e of Approved Templates Requests

To Create a New Approved Tempate Use Request, Select Template to use From the List Below:

I '5-475.1301 [TEMPLATE 115] TTH script R .
5475018 A Case for the AHCA (health care update/vote explanation) Llst of aVallabIe Templates that can be |
Lersonn used to create a new Use of Approved

5475010 E-Newsletter: Our nation's fiscal health - Budget/Gover
Template Request.

N,

Cancel Create New Use of Template

Creale a Nev Use of Template Request by selecting Template from above.
View an exisfing Use of Template Request by selecting the session and Request 1D from below.

R T Then, select use of Template to view.

- 1151
54750-10 Date Submitted | Session Submitted | Subject Matter: ‘infat (Location) | Templs te 1

54750-18
- 1152

siTse-o List of Use of Approved Templates already created,
that are available for review. These requests may
not be modified, they are for historical review.

Cancel | Viaw Use of Template Request |

To create a new Use of Approved Template request
a. Select the approved Template from the list displayed at the top of the form and click the “Create New

Use of Template” button.
i. Templates will be presented grouped by the session they were created and approved in.
ii. Templates from different sessions may have the same Request ID, however the Description
will be different.
b. The Create New Use of Approved Template form will be displayed. Enter the required information

and click the save button.

To view an existing Use of Approved Template request
a. Select the Session and Request ID from the left section of the lower panel. A list of the existing Use of

Approved Templates will appear.
b. Select the desired request, and click the “View Use of Template Request” button.
c. The Use of Approved Template form will be displayed. Click the close button when finished.

Click the Cancel button below either section to close the Approved Templates form.




